State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Accounting Adminsitrator | (Specialist) 0100-4552-xxx 50049358 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant Executive/Bond Accountability

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Michael Tufts Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
JCM 02/17/2011
P eg_c;j%rg of Activity

POSITION SUMMARY

Under general direction of the Staff Service Manager Il, the incumbent is responsible for, working in
a cooperative effort, assisting with the Department's General Obligation Bond Programs. Primary
focus is to assist in identifying financial issues of the general obligation bond fund programs for
the purposes of fiscal control, program monitoring and determining corrective action. The
incumbent will oversee tax compliance reporting of and related bond sale tax certifications of
bonds. The incumbent will be responsible for independently performing the more complex
accounting duties which require thorough knowledge/background and understanding of the entire
state accounting procedures and processes. The incumbent will be central to the fiscal control
activities, will prepare and review all types of accounts and records of financial transactions of the
bond funds.

ESSENTIAL FUCTIONS

This position requires the incumbent be knowledgeable about the Department's organization and
systems, be skilled in analyzing figures and interpreting information, have problem-solving skills
and organizational ability. The incumbent must possess the ability to communicate clearly and
work effectively with other fiscal offices, program managers, managers throughout the Department,
internal and external auditors, other State Agencies and Control Agencies. The incumbent must
possess strong knowledge of fundamental accounting principles as well as fully understand the
complexity of DWR's funding sources. Such knowledge is crucial as the need to continuously
research problems, reconcile differences, develop solutions and make recommendations to
management. The application of accounting principles and judgement is necessary in all functions
of this job. Additionally, the position performs special assignments related to program control. A
high degree of responsibility is on the incumbent, who is required to establish and maintain
cooperative working relationships, have strong customer service skills and maintain consistent,
predictable, and regular attendance.

The incumbent must be familiar with control agencies, their functions, and how they impact
individual State departments. The incumbent is required to perform completed staff work and be
able to demonstrate the understanding of the Department's business and how it is represented in

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Michael Tufts >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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daily business transactions. The duties require an understanding of the entire accounting process,
such as implementation of accounting for new programs/functions and legislation. The incumbent
will be involved in initiation of policy and procedure changes at various Control Agency and
departmental levels; maintaining relations with a wide range of departments and levels is essential.
This includes the ability to interpret Bond Laws and legislation policies, follow procedures in
accordance with State Administrative Manual, Governmental Codes, and to follow the rules in
accordance to the Generally Accepted Accounting Principles (gaap).

The incumbent must possess the ability to analyze legislation and communicate clearly the policies
affecting the Department, Fiscal, and Programs. The application of accounting principles and
judgement is necessary in all functions of this job. Understand all the integration points of the SAP
modules in order to download information for monthly reports. The duties are but not limited to the
following:

Work with the State Treasurer's Office (STO), Natural Resources Agency, Department of Finance,
and State Controller's Office to determine the tax compliance reporting and restriction rules
impacting state agencies utilizing bond proceeds from all of the Department's General Obligation
Bond Acts. Disseminate information to bond-receiving departments across several
Agencies/Departments and provide assistance to departments in identifying tax compliance issues.
Assist departments in developing processes to generate departmental monthly reports. Function
as lead in effort to eliminate existing backlog in reporting.

Oversee creation and implementation of a monthly tax compliance expenditure report tracking
system for 22 different departments. Work closely with information technology staff on the
planning and development of database and report design. Solicit, receive, reconcile and track
departmental tax compliance responses on a monthly basis. Utilize the system to generate
consolidated status information for each bond. Responsible for the reconciliations of General
Obligation bonds to SCO accounts (Agency and Fund) and general ledger accounts (Internal
Reconciliation) using DWR's SAP business system, State Controller Office account records, and
other PC spreadsheet software programs. Independently initiate correspondence to resolve
problems and compile data for financial statements and reports that are available to the public
viewing of the Department’s financial standings.

Calculate and report on a monthly basis to the STO on the amount and tax compliance nature of
expenditures that have not been spent down to commercial paper or general obligation bonds.
Advocate for the expedient spend-down of reportable and non-reportable bond expenditure
amounts for the four bonds to minimize unanticipated statewide bond cost charges.

Obtain tax certificates from STO, determine nature of certification requested and provide
recommendations to upper management regarding the veracity of the certificates, obtaining proper

signatures as appropriate.

Resolve Help Desk Tickets that may be assigned to you through Remedy.
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	activity2: daily business transactions.  The duties require an understanding of the entire accounting process, such as implementation of accounting for new programs/functions and legislation.  The incumbent will be involved in initiation of policy and procedure changes at various Control Agency and departmental levels; maintaining relations with a wide range of departments and levels is essential.  This includes the ability to interpret Bond Laws and legislation policies, follow procedures in accordance with State Administrative Manual, Governmental Codes, and to follow the rules in accordance to the Generally Accepted Accounting Principles (gaap).  

The incumbent must possess the ability to analyze legislation and communicate clearly the policies affecting the Department, Fiscal, and Programs.  The application of accounting principles and judgement is necessary in all functions of this job.  Understand all the integration points of the SAP modules in order to download information for monthly reports. The duties are but not limited to the following:

Work with the State Treasurer's Office (STO), Natural Resources Agency, Department of Finance, and State Controller's Office to determine the tax compliance reporting and restriction rules impacting state agencies utilizing bond proceeds from all of the Department's General Obligation Bond Acts.  Disseminate information to bond-receiving departments across several Agencies/Departments and provide assistance to departments in identifying tax compliance issues.  Assist departments in developing processes to generate departmental monthly reports.  Function as lead in effort to eliminate existing backlog in reporting. 

Oversee creation and implementation of a monthly tax compliance expenditure report tracking system for 22 different departments.  Work closely with information technology staff on the planning and development of database and report design.  Solicit, receive, reconcile and track departmental tax compliance responses on a monthly basis.  Utilize the system to generate consolidated status information for each bond.  Responsible for the reconciliations of General Obligation bonds to SCO accounts (Agency and Fund) and general ledger accounts (Internal Reconciliation) using DWR's SAP business system, State Controller Office account records, and other PC spreadsheet software programs.  Independently initiate correspondence to resolve problems and compile data for financial statements and reports that are available to the public viewing of the Department's financial standings.   

Calculate and report on a monthly basis to the STO on the amount and tax compliance nature of expenditures that have not been spent down to commercial paper or general obligation bonds.  Advocate for the expedient spend-down of reportable and non-reportable bond expenditure amounts for the four bonds to minimize unanticipated statewide bond cost charges.

Obtain tax certificates from STO, determine nature of certification requested and provide recommendations to upper management regarding the veracity of the certificates, obtaining proper signatures as appropriate. 

Resolve Help Desk Tickets that may be assigned to you through Remedy.
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